Collabora'on and Communica'ons Skills
in Digital Workplace

Business is
changing —
working
around the
clock to meet
the needs of
the increasingly
global
economic
environment.

That’s why
teamwork and
collabora'on
are at the heart
of how
companies
operate now.

What bees can teach us about collabora'on?

Imagine a business of tens of thousands
of individuals all:
§ working together in complete
harmony,
§ responding to changes in the
market,
§ adap'ng quickly and eﬃciently, and
§ making complex decisions with
speed and ini'a've on an individual
and collec've basis.

Imagine all this without a single
director, manager or even supervisor
calling the shots.
This is a honeybee colony.
And although it might sound
unworkable in the ‘real’ world of
business, several researchers are
looking into ways that companies and
other complex systems can learn from
bees.

Over millions of years social insects
such as bees have evolved group
problem-solving strategies, like the
problem of task alloca'on.
Bees solve the problem by using a
boMom-up approach with no system of
hierarchy or chain of command and
with no individual making complex
decisions that aﬀect the group.

Instead, each individual bee has one
small part of the available informa'on
and makes one small part of the
decision.
By using their own ini'a've based on
local informa'on and by
communica'ng eﬀec'vely with each
other this creates an organic, ﬂexible
approach to problems of task alloca'on
such as how many bees should be
foraging for food and how many doing
other jobs.

One stunning example of this boMomup approach is the way honeybee
colonies make a collec've decision
about the best place to live.

When honeybees search for a new
nes'ng site, individual scouts are sent
oﬀ and each returns with informa'on
about one poten'al loca'on.
Incredibly, as well as communica'ng
the posi'on and distance of the site,
these scouts also convey a level of
enthusiasm depending on how good
they think it is.
Enthusias'c responses recruit more
scouts to the same site. If these also
return with enthusias'c responses, it is
deemed a good choice as the colony’s
new home.

Lessons to Employers from the nature

§ Give employees control
§ Being honest
§ Allowing them to work together to solve problems.
§ You have to believe that someone else’s idea can be beMer than yours.
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Develop a plan to address the following
situa'on that could arise during a distance
collabora've project.
Then assimilate this work situa'on.
During the role play remember who you’re
communica'ng to and ensure that the role
you’re presen'ng is what is asked.

Some key interac'ons
The way we work today demands that employees interact with a wide
variety of stakeholders.
•

•
•

•

•

Teams: Employees need to work with one another to collaborate on day-to-day
tasks, collec'vely brainstorm ideas, analyze informa'on, present ﬁndings, share
relevant ﬁles and documents, and track the progress of their respec've
ac'vi'es.
Customers: Many employees regularly interact with customers to collaborate on
projects, handle requests, provide maintenance reports, and the like.
Vendors and suppliers: Employees must work regularly with the vendors and
suppliers that provide parts, resources, services, and other inputs to ensure
progress and on-'me delivery.
Administra4ve staﬀ: Employees regularly interact with the administra've staﬀ
to submit expense reports, manage logis'cs, aMend training sessions, and solve
technical problems.
Family and friends: The lines between personal and work lives have become
increasingly blurred, and employees now demand the right to manage their
personal lives from work.

In 2012, Leslie Perlow—a professor
of leadership at Harvard Business
School—conducted research into
consultants’ at the Boston Consul'ng
Group need to be “on” 24/7.
Her work revealed how to break the
“always on” habit and change the
way one works. Employees not only
discovered ways to turn oﬀ one night
a week, they also became closer as a
team, were more sa'sﬁed with their
jobs and produced beMer results. The
company saw a clear improvement in
recruitment, reten'on and
engagement, and the process spread
throughout the organiza'on.

24/7

Aristotle

Aristotle’s model of communica'on

This is considered as
the ﬁrst model of communica'on and
was proposed before 300 B.C.

Aristotle’s model of communica'on

A Speaker Centered Model

It is the speaker's role to deliver a speech to the audience.
The role of the audience is passive, inﬂuenced by the speech. This makes the
communica'on process one way, from speaker to receiver.
The speaker must organize the speech beforehand, according to the target audience
and situa'on (occasion). The speech must be prepared so that the audience be
persuaded or inﬂuenced from the speech.

Aristotle’s model of communica'on

A Speaker Centered Model
It is the speaker's role to deliver a speech to the audience.
The role of the audience is passive, inﬂuenced by the speech. This makes the
communica'on process one way, from speaker to receiver.

Aristotle’s model of communica'on

A Speaker Centered Model
He is the one who takes complete charge of the communica'on.
The speaker ﬁrst prepares a content which he does by carefully pucng his
thoughts in words with an objec've of inﬂuencing the listeners,
who would then respond in the speaker’s desired way.

Aristotle’s model of communica'on

A Speaker Centered Model
The speaker must be very careful about his selec'on of words and content in this
model of communica'on. He should understand his target audience and then
prepare his speech. Making eye contact with the second party is again a must to
create an impact among the audience.

Cri'cal Elements of a Good Communicator
Ethos
The characteris'c which makes you credible in front of the audience. If there is
no credibility, the audience will not believe in you and will not be persuaded by
you.

Pathos
If what you say maMers to them and they can connect with it, then they will be
more interested and they will think you are more credible. Emo'onal bonds will
make the audience cap'vated and they feel the speaker is one of their own
people.

Logos
Logos is logic. People believe in you only if they understand what you are trying
to say. People ﬁnd logic in everything. If there is no logic behind the speaker's
work or 'me, they do not want to get involved. Everybody has a sense of
reason. You must present facts to the audience for them to believe in you.

Cri'cisms of Aristotle's Model of Communica'on
There are few cri'cisms around this model. Some of them are:
§ There is no concept of feedback, it is one way from speaker to audience
§ There is no concept of communica'on failure like noise and barriers
§ This model can only be used in public speaking

But s'll…
The Aristotle model of communica'on is the widely accepted and the
most common model of communica'on where the sender sends the
informa'on or a message to the receivers to inﬂuence them and make them
respond and act accordingly.
Aristotle model of communica'on is the golden rule to excel in:
§ public speaking,
§ seminars,
§ lectures
where the sender makes his point clear by designing an impressive content,
passing on the message to the second part and they simply respond
accordingly.

FROM THE PAST TO THE FUTURE

Which skills are important in a workplace in general?

FROM THE PAST TO THE FUTURE

Which of them are essen'al especially in a digital workplace?

COMMUNICATION SKILLS
Interpersonal Communica?on Skills
(the skills we use when engaged in face-to-face communica'on with one or
more other people)
Verbal communica?on
(it is all about what we say, which is an important way of gecng our message
across)
Non-verbal communica?on
(this includes non-verbal signals, gestures, facial expression, body language,
tone of voice, and even our appearance)
Listening
Presenta?on Skills
Wri?ng Skills
Personal Skills
(which are the skills that we use to maintain a healthy body and mind. But they
can also enhance communica'on)

8 Tips to ﬁne-tune your communica'on skills

1. Listen more than you talk.
2. Ask open-ended ques'ons to get more informa'on and listen to the
answers.
3. Stay away from ques'ons that lead the conversa'on in a certain
direc'on or only lead to a yes or no answer.
4. Try not to think of the next thing that you want to say.
5. Avoid thinking about the perfect rebuMal or your next fantas'c anecdote.
6. Allow people to say what they want and give them the space to do so.
7. Learn how to listen ac'vely. Search online under "ac've listening" to
learn how to do it.
8. Did I men'on listening?

So, are you communica'ng eﬀec'vely?

